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SUBJECT: Pre-employment Medical Evalustion Procedures 7

1. = The following procedures are brescribed to facilitate closer col-
leboration with the Medicml Office in effecting the medical evaluation of
applicants prior to completion of the entrance-on-guty process.

2. Regquest for Pre-employment Medical Evalustion

&. A Request for Pre-employment Medical Eveluation, Form 37-163
{attachment 1) will be initiated in triplicate by the eppropriate Trans-
actlons and Records Branch 3 scon as broceseing for employment is
initiated. Items No. 1 through 6 will be completed. o ¢ £lizint ZAo

b. ¥ Form 37-163 will be distributed as follows:

(1) Originel and one copy with the P89 - to the Medical
Office.

(2) Ouve copy - chronological suspense file according to date
in Item No. 3.

¢. The Medical Office will evaluste the medical history of
applicants as recorded on S5F89, end return one copy of Form 37-163 to
the eppropriate Personnel Division within the 10-dny suspense period,
indiceting the action desired. The ection requested by the Medical
Office will be recorded in Items No. 7 end 8.

3.  Action followlng recelpt of Form 37-163 from Medical Office

&. When the Medical Office approves processing for entrence on
duty (Item 7 a) the appropriste Trapsactions and Records Branch will:

(1) File the signed copy of the Form 37-163 on the left side
of the O0fficial Personnel Folder, and complete Processing for EOD.

(2) Destroy the suspense copy of the Form 37-163.

b.  When the Medical Office indicstes that additional medical
informatlon is necessary (by checking Item No. 7 b, and attaching two
copies of the form letter requesting sdditional medical history, Attach-
ment 2) the appropriste Transactions and Records Branch wills

(1) Place the signea copy of the Form 37-163 from the Medical
Office in a hold file Pending receipt of further notification on

the case on another Form 37-163 from the Medical Office.
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(2) ¥Transmit one copy of the sppropriately signed form
letter to the spplicant, together with two envelopes; one cddressed
to the Personnel Division and one merked for the attention of the
Chief, Medical Office. File the other copy of the letter in the
Official Personnel Folder;*

(3) Destroy the suspense copy of the originel Form 3(-163;

(4) *Pronptly forward epplicant reply to the form letter to
- the Medical Office witbout unsming the inner envelope.®

¢. When the Medical Office indicates tbat the spplicant be requested
to eppear for a pre-employment medicel examinstion (Item 7 ¢) the appro-
priate Trensactions and Records Branch will: :

(1) Refer the file, with the Form 37-163 sttached, to the
eppropriate Placement Officer for recommendation es to whether the
Agency shounld pay travel and per diem for the visit. Normally,
the Agency will not pey such costs, but if sufficient Justificetion
is ccopsildered to exist, the Placement Officer will request prepex -
ation by Transactions and Records Branch of official travel orders
for approval by the Personnel Director. :

{(2) Initiste the eppropriste form letter (attachment 3 or 4)
in duplicate. Send one copy to the epplicsnt, and file one copy in
the Official Personnel Folder;

(3) Place the signed copy of the Form 37-163 from the

Medical Office in & hold file pending reply to correspondence with
epplicant, and pending further notification from the Medical Office
on another Form 37-163 after the exsmination;

(f&) Destroy the original suspense copy of Form 37-163;

(5) Promptly inform the Medicel Office and the sppropriate
Placement Officer of the date for the medicsl examination upon
receipt of reply from the applicant. :

d. When the Medlcal Office indicates regectian of the applicant
for medical reasons (Item No. 7 d, and Remarks) the sppropriate Trans-
actions end Records Branch will: _
(1) Prepare the appropriate correspondence to the epplicant;
(2) Cancel all entrance on duty processing;

' (3) Pile the signed copy of tbe Form 37-163 from the Medical
Office in the applicant's folder;
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{4) Destroy the suspense copy of the Fomm 37-163, or any
copies of the Form 37-163 in hold files. , 25X1A

B

\/ Perddnnel Director

Attachments:
1 - Request for Pre-employment Medical Evaluation
2 - lLetter Lo gppllcant requesting additionsl medical information
3 - I.et’fer o a;pplicant requesting pre-employment wedicel examination
femsle
4 - I.etf(zer t‘; applicant requesting pre-employment medical examinastion
mele . :
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